PRESIDENT
Your Kiwanis club elected you president because you have the quality of character to
lead. As president, you’ll ensure your club functions effectively. You’ll lead your club
in projects that benefit your community. You’ll develop initiatives to increase club
membership. Above all, you’re charged with developing servant leaders who’ll fulfill
the Kiwanis mission at the club level and beyond. Prepare well, and you’ll be a leader
who inspires, counsels and steers your club in the directions of growth and service.
RESPONSIBILITIES
As presiding officer of the club and the board, the president works closely with the board of directors
and committee chairmen to establish and follow a strategic plan, set goals for improving the members’
club experience and increase the impact of the club’s service in the community by adding new members
to the club. Club presidents will find a list of resources at www.KiwanisOne.org/clubpresident.

QUALIFICATIONS
Empowers and inspires members
Manages time well
Builds relationships with community leaders
Facilitates club meetings

PRESIDENT

••
••
••
••
••

Leads by example

DUTIES
•
•
•
•
•

Establishes a strategic plan for the club including goals for membership growth and community service
Motivates members and committees to achieve those goals
Organizes an effective leadership team by appointing and training effective committee chairmen
Encourages club leaders to participate in the education course provided for their roles
Supports committee activity to ensure a successful club experience

•

Ensures that the club continues to be relevant to the community and to the members through
periodic assessments

•

Gains an understanding of sponsorship responsibilities to Service Leadership Programs

•
•
•
•

Provides club members with Kiwanis’ Youth Protection Guidelines
Facilitates fun, educational and efficient club meetings
Leads effective and efficient board meetings
Implements a succession plan for future leaders ensuring a seamless transition

•

Communicates regularly with club members to keep them informed about the business
and activities of the club

•

Rewards and recognizes member and committee achievements

•

Fulfills all other duties documented in the Standard Form for Club Bylaws
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Global campaign for growth: Your formula for the future
Your club is only as strong as the members it’s made of. That’s why Kiwanis initiated the global campaign
for growth, an organization-wide initiative to strengthen membership in the local Kiwanis club. This five-year
initiative is led by Kiwanians like you. That means the success is driven by local clubs, including yours.
After all, when membership becomes a priority for every club, Kiwanis’ presence becomes stronger overall.
And the stronger Kiwanis is in all communities, the stronger your club is in yours.
As club president, your priority towards membership is to appoint a membership committee chairman.
This person will be the primary point of contact when it comes to coordinating membership drives,
receiving information about new resources, and keeping the board informed about ongoing and intentional
membership activities.
As this effort continues to move forward, information and resources focused on membership will be
available at www.KiwanisOne.org/growth.
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Club committees and their leadership
Start building your leadership team by choosing reliable and collaborative committee chairmen. Your club
committees plan fundraising events, recruit and educate new members, and develop service projects—for
the most part, this is where the actual work takes place. Your club’s committee chairmen play a key role in
connecting new and seasoned members to the work your club does in your community and beyond. That’s
why you’ll want to be thoughtful in who you choose to put in committee leadership roles. Together you and
your committee chairmen will establish goals for the year. You’ll give them guidance, share some general
expectations and schedule regular checkpoints. Consider these lists of general committee chairman duties
as you determine who might be a good fit to lead each committee.

GENERAL DUTIES OF COMMITTEE CHAIRMEN

FF

Attend club committee chairman education.

FF

Become familiar with your club’s bylaws and policies and procedures.

FF

Schedule an organizational meeting in August.

FF

Select the members of the committee.

FF

Create subcommittees if needed.

FF

Develop a committee budget (get board approval if necessary).

FF

Develop a communications plan for the year.

FF

Determine if the current committee has unfinished goals or commitments the committee is
expected to complete.

FF

Review and establish long-range and annual goals with the incoming president.

FF

Develop an action plan based on goals.

PRESIDENT

TASK LIST: Before their year of service

TASK LIST: Ongoing
FF

Plan and conduct regular committee meetings and activities.

FF

Manage the committee’s budget.

FF

Work with other committees in the club.

FF

Monitor progress toward committee goals.

FF

Write and submit monthly reports to the president and secretary.

FF

Attend club board meetings and report on committee plans and achievements.
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Starting with this general list, meet with each committee leader to negotiate specific goals, responsibilities
and timelines. Together, consider these questions.

••
••
••
••
••

What’s the role of a committee chairman?
Is there a written job description available?
What details are included in the club bylaws or policies and procedures?
What are the committee’s long-range and annual goals?
What resources are available for committee leaders?

Also, encourage your chairmen to attend club leadership education for committee chairmen at your district
convention or available online at www.KiwanisOne.org/leadertools.

YOUR CLUB’S COMMITTEES
Each club has a list of standing committees within its bylaws, and many clubs have continued to add
committees for different functions, such as support for specific fundraisers and service activities.
Your standing committees likely include:
Financial review*
Membership
Growth
Retention
Education
Public relations
Programs
Club meetings
Special events
Service and fundraising
Community services
Service Leadership Programs
Kiwanis International Global Campaign for Children
These topics can be divided into separate committees or even subcommittees, depending on your
club preference.
*The only committee required by the Kiwanis International Standard Form for Club Bylaws is an annual financial review committee, unless the
club hires a qualified accounting firm to conduct its annual financial examination.
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What other special committees does your club have?______________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
Will any of these special committees have completed their task by the end of the current year? Will there be
any additional committees added during your year as president? ____________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

TIMELINE
PRESIDENT

By July 15, appoint all committee chairmen.
By August 1, chairmen will select members for each committee.
During August, committees will meet to review materials, goals and timelines. They’ll form project
schedules and submit a budget proposal for board consideration before the end of September.
If a community analysis is part of your plan, schedule the service and fundraising committee to conduct
and complete it by October 1.
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Club president-elect/vice president
The roles of president-elect and vice president are already defined in your club bylaws and policies.

DUTIES AND RESPONSIBILITIES

••
••
••
••
••

Serves as an officer on the board of directors
Serves a one-year or two-year term, as provided in club policy
Attends board of directors meetings
In the absence of the president, presides at club meetings and board of directors meetings, in
accordance with club policy
Performs other duties as assigned by the president or the board of directors

Throughout the year, the president-elect or vice president prepares to assume the leadership role of
president by working closely with the club president and attending the division council meetings, district
conventions and possibly the Kiwanis International convention. It’s the club president’s job to include these
leaders in discussions and meetings, delegate tasks to them and encourage their participation in club
leadership education.
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Board of directors
THE CLUB PRESIDENT’S ROLE ON THE BOARD

••
••
••
••
••

Presides over board meetings
Sets the board meeting agenda
Calls special meetings of the board, if necessary
Establishes goals for the club, in consultation with the club board of directors, which align with
the club’s strategic plan
Serves as ex-officio member of all standing and special committees

PURPOSE OF THE CLUB BOARD
Every Kiwanis club has a board of directors to ensure smooth club operations, to lead club initiatives,
and to create and uphold the club’s vision—all with the club’s best interests in mind. Most of the board’s
tasks are related to these functions: administration, decision making and strategic planning. Some
administrative tasks include:
Determining the good-standing status of members in accordance with club policy
Setting an annual budget (before October 15 each year)
Assuring the club complies with applicable governmental rules and regulations
Overseeing the implementation of club policy
Assuring the club is meeting its financial obligations, including the annual review of financial
statements by either a standing financial review committee or a qualified accounting firm

PRESIDENT

••
••
••
••
••

NOTE: A board member may not also be part of the financial review committee.
There might also be other duties assigned to the board in your club bylaws and policies.

STRUCTURE OF THE CLUB BOARD
As stated in the Standard Form for Club Bylaws and Policies, the club board includes:

••

••
••

Officers

••
••
••
••
••
••

President
President-elect
Immediate past president
Vice presidents (if any)
Treasurer
Secretary or secretary-treasurer if the position is combined

Directors
Other positions as may be required by the laws of local jurisdiction*

*Generally, this applies only to clubs in Europe and Asia-Pacific.
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Board officers’ terms vary, but all begin on October 1. Club officers serve one- or two-year terms and
directors serve one-, two- or three-year terms. However, if your club chooses to elect directors for twoor three-year terms, stagger the terms so that only one-half or one-third of the directors are up for
election each year.

BOARD MEETINGS
The board meets regularly at a designated place and time. The board may also hold special meetings at the
call of the president via a majority vote of the board, provided at least 48 hours notice is given to all board
members of the date, time, place and topic. The board may meet and conduct business by any method that
allows all participants to simultaneously communicate with each other. This may include online technology
such as GoToMeeting or Skype, conference calls or email. Participation in the conversation, however it takes
place, constitutes attendance. Attendance is important to determine that a quorum was present if any
action was taken. For a club board meeting, a quorum is defined as more than half of the board members.
When in doubt, Kiwanis will refer to “Robert’s Rules of Order” as the guidelines for how to conduct a board
meeting. If any verbal votes are unclear, hold a roll call to capture each vote.
The board may take no action that conflicts with the best interests of the club and its members. Other than
disciplinary measures, an action of the board may be rescinded or amended by two-thirds vote of the club
members present and voting, provided at least 14 days notice is given to all club members.
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Board of directors meeting
Here are two suggested board meeting agenda formats that you may use. Or create your own.
The key is to have an agenda.

Sample format: Option 1
Roll call confirming quorum is present*
Secretary’s report

••
••

Minutes from previous meeting (officially accepted by the board after review)
Official correspondence

Treasurer’s report (officially accepted by the board after review)

••
••

Administrative and service accounts
Approval for payments not within the approved annual budget

Membership committee report

••
••

Applications for membership
Resignations or changes in club roster

Other committee reports

PRESIDENT

Unfinished business from a previous board meeting
New business
Strategic discussion about areas of concern
Division business
District business
Kiwanis International business

*A quorum is defined as more than half of the board members. Without a quorum, the board should not take any
formal action.
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Sample format: Option 2
Confirm quorum is present*
Consent agenda: A consent agenda groups together non-controversial items that require board action but
not discussion or debate. If any board member wants to discuss something on the consent agenda, he or
she asks for it to be moved to the action agenda instead. After any requested items are moved from consent
to action, the consent agenda is voted on as a whole, thus saving time.

••
••

Secretary’s report and minutes
Treasurer’s report

Action agenda: The action agenda includes items expected to require normal discussion and deliberation.
This includes any items that were specifically moved from the consent agenda. Each item on the action
agenda is discussed and voted on individually.

••
••

Committee reports that require action
Funding requests outside of the approved budget

Information agenda**: The information agenda consists of items provided for information only that do
not require board action. Board members may request topics be moved from the information agenda to the
action agenda if they believe action is necessary at this board meeting.

••

Committee reports that do not require action

Future business

*A quorum is defined as more than half of the board members. Without a quorum, the board should not take any
formal action.
**Option 2: All business, whether unfinished or new, falls under consent, action or information. If time runs short,
information agenda items can be shared electronically after the meeting.
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Club meeting
Protocol
Kiwanis protocol is all about good manners, dignity and respect. As president, you set the tone for your club.
These guidelines were designed help you when you’re planning and carrying out club meetings. You don’t
need to do every task yourself, but it’s important to make sure everything’s covered.

••
••
••
••
••
••
••

Designate specific people to greet members as they arrive.
Put out flags, banner, bell, gavel, name badges, lectern and guest badges. Check audiovisual aids
before the meeting.
Seat visiting Kiwanis leaders (governor, lieutenant governor, etc.) at the head table, if applicable,
and recognize them once during the meeting; they don’t need to be recognized by each program
participant. If your club has invited the governor or lieutenant governor, assume all expenses with
the exception of transportation.
Make complimentary meal arrangements for guests in advance.
Traditionally, members rise and applaud when their lieutenant governor or governor, a member of the
Kiwanis International board, a past president of Kiwanis International or other distinguished Kiwanian
is introduced. Let a few club members know this in advance so they can set the stage for the rest of
the club.
When both the district governor and the host lieutenant governor are present at a club meeting,
as president you’ll introduce the lieutenant governor who, in turn, introduces the governor.
Introduce inter-club delegations, visiting Kiwanians, potential members, representatives of
Service Leadership Programs and other guests.

PRESIDENT

••
••

Develop a standard timed agenda, designate who will have the floor for each action, brief all
participants on their roles and begin and end the meeting on time (see sample agenda on page 59).
At every meeting, recognize the achievements of members and committees and express thanks
on behalf of the club.

COURTESIES TO SPEAKERS
This checklist will make it easy for you or a member in charge of speaker visits to welcome and
introduce your guests.

••

Inform a speaker of:
– the date, time and place of the meeting
– any requests for speech content in advance of or after the meeting
– the approximate size of the audience
– the meeting agenda, time allotted for the speech and adjournment time
– equipment available to the speaker (projector and screen, lectern, etc.)

••

Request the spelling and pronunciation of the speaker’s name and a resume for publicity
and an introduction.
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••
••
••

58

Ask a member to greet the speaker and introduce him or her to you and other members. Make sure the
speaker is given a guest or speaker’s badge and seated at the head table. Have a cup or bottle of water
at his or her place (or the podium).
Before the presentation, offer a brief, formal introduction of the speaker. Say thank you to a speaker with
an inexpensive token of appreciation. Consider making a donation on his or her behalf to a cause that
reflects the club’s focus on service and community. A day or two after the speaker’s visit, send a note of
appreciation from the club.
Many clubs make it a practice to rise and applaud when the speaker is introduced or at the conclusion
of the presentation. If this isn’t happening naturally and you’d like to introduce your club to the practice,
present the idea to your club members at an appropriate time.
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Club meetings
Sample agenda
PERSON
RESPONSIBLE

START
TIME

END
TIME

Opening activity
_________________________ ___________ ___________
(This may include a patriotic song or pledge, an inspirational thought, an invocation or a simple welcome.)
Introductions
_________________________
(Visiting district and division officers, new members, inter-clubs, other guests)

___________

___________

Communications received

_________________________

___________

___________

• Board actions

_________________________

___________

___________

• Projects

_________________________

___________

___________

• Meetings

_________________________

___________

___________

Committee chairmen reports

_________________________

___________

___________

• Induction ceremony

_________________________

___________

___________

• Awards received

_________________________

___________

___________

• Newspaper publicity

_________________________

___________

___________

• Birthdays

_________________________

___________

___________

• Anniversaries

_________________________

___________

___________

• Club achievements

_________________________

___________

___________

• Extend greetings and thanks
to visitors for attending

_________________________

___________

___________

• Certificates and other awards

_________________________

___________

___________

One-minute education spot

_________________________

___________

___________

• Introduction

_________________________

___________

___________

• Program

_________________________

___________

___________

• Thanks

_________________________

___________

___________

• Extend appreciation to visitors for attending __________________________

____________

___________

Adjournment

___________

___________

Announcements

PRESIDENT

Recognition of members

Presentations

Program

_________________________
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Induction of new members
The induction of new members is a special opportunity to welcome people into your club. This step is a
memorable experience that helps the new members feel like they’re a part of something important—your
club. When you invest in their introduction, you let new members know they’re valued and appreciated.
Some clubs have a formal—or maybe even unique—tradition for welcoming new members. That’s great!
Whatever your club’s method, you can use these ideas to help make the experience personal. Regardless of
how you do it, be sure that it happens, it’s timely and it reflects your club’s style and spirit.

IDEA 1: OPEN WITH THE KIWANIS OBJECTS
Ask the sponsoring member and the new member to come to the front of the room. Introduce the new
member to everyone in attendance (or have the new member introduce him- or herself ). As a way to
reaffirm everyone’s commitment to the ideals of the club, read the six Objects of Kiwanis. These Objects
have been unchanged since 1924, and every member who has joined since has agreed to these common
principles. Offer the new member his or her Kiwanis membership pin and certificate.

IDEA 2: STICK TO A SCRIPT
Here’s a suggested format for those clubs that prefer to follow a formal script.
PRESIDENT:
Kiwanis is something so good that each of us loves to share it. What better way to show our love for our club
and our community than to welcome a new member into our club? Today we’re very pleased to welcome
_______________ (new member) to our club. He/she is sponsored by __________________________
(sponsoring Kiwanian). _________________________ (sponsor), would you please introduce us to
__________________________ (new member)?

SPONSOR:
Thank you. I take great pride in presenting our newest member, _____________________ (new member).
(share information that the new member is comfortable sharing with those in attendance) I’m honored to
be _________ (new member’s) sponsor.
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PRESIDENT:
We welcome you to this global organization of volunteers dedicated to improving the world one child and
one community at a time. Would you, _____________________________ (sponsor), please place the pin on
____________________’s (new member) lapel? (Sponsor pins new member with “K” member pin.)
_________________________ (new member), by presenting you with this certificate of membership, I
welcome you, on behalf of the entire membership, into the Kiwanis Club of ___________________________.
(Present membership certificate to the new member.)
_______________________ (sponsor), the club thanks you for your willingness to share the values of service
and fellowship in Kiwanis with ____________(new member). A new member for our club means new ideas,
new enthusiasm, greater fellowship—and greater service. (If there is some recognition piece for the sponsor,
it can be presented now.)
Today we have brought into our club a new member. Let’s all stand and welcome
______________________________ (new member)! (Applause) As we adjourn, I would encourage you to

PRESIDENT

introduce yourself to __________________________________ (new member) and let him/her know why
you love our club and what you love to do for our club and community. Thank you!

Transition: timeline
Your year of service as club president involves two big transitions for your club: your preparation as incoming
president and your follow-through as you become immediate past president. Here’s a synopsis of some of the
tasks the club president will coordinate to make the transitions seamless.
By September 30, host your club president’s planning conference to plan for the coming Kiwanis year (see
pages 62–63 for details).
At the first or second regular club meeting in October, schedule your club president’s address to
introduce new club leadership and to share major goals, the annual budget and a schedule of events for the
upcoming year (see page 64 for details).
During a regular club meeting between January 1 and May 15, hold your annual club meeting to elect
officers and directors for the following year and hear annual reports from the club president, secretary and
treasurer (see pages 65-67 for details).
At the end of September or beginning of October, conduct the installation of club officers and directors
(see pages 68–72 for details).
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